APPENDIX F
and to your department, not only because some of those
present may be your own people, but also because their
attitude to you as a trainer is likely to confirm their attitude
to you as a manager, and through you to your department
and its status. If you look at it this way you will prepare
better, talk better, mark better.
The organization of the Course
Here are some hints to bear in mind when considering the
actual running of a course:
General
(a)    The responsibility for organization must be vested in one
person, who must be respected by .the members.
(b)   The syllabus should be drawn up by him and approved by
top management.
(e) All members of supervision should be acquainted with details
before each session starts, and departmental heads asked to
submit names of volunteers.
(d)   The final list of accepted members to be reviewed by top
management in conjunction with the trainer and the personnel
manager.   It isn't necessarily the worst supervisors who should
be selected.   It is just as important to make good men better.
(e)    Senior supervisors should clearly understand that the juniors
selected have every facility for time off, and for asking ques-
tions in order to answer papers.
The time and place
(f)  A quiet room,  not too large, is desirable, and  conditions
should be conducive to concentration on the job in hand.
The usual blackboard, and ancillary fittings, is necessary.
(g)   The time found best is usually a day when special departmental
problems, like pay receipts, are absent, and the members can
leave the department with a clear conscience.   The period of
day found best is about 3.30 p.m. -so that about two hours
can be devoted to the meeting, leaving time for tea if overtime
is worked,  or a free evening if not.    Nightshift foremen
participating are usually given facilities to go home earlier
that morning, so that a good sleep is had before coming in to
the meeting.
The meeting procedure
(h) The chairman is usually the chief trainer (although this can
rotate) and he usually occupies the first ten or fifteen minutes
in reviewing the high-spots of the last discussion, using the
notes prepared by the previous speaker. The assistant gives
each member his marked paper,
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